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S ta te  Capitol 

11. This f i l e  contains the following documents (include form numbers end t i t l e s ,  if anY, 
and f i l e  arrangement). 

This off ice  provides supporting services f o r  the operation of t he  Btecutive Department. 
The Executive Staff Division headed by the  Executive Secretary provides a broad var ie ty  
of s t a f f  services. This s t a f f  schedules the Governors appointments, ansvers h i s  
correspomdence, and provides general f i s c a l  and of f ice  services. Various s t a f f  members 
provide l i a i son  with the Legislature, agency heads, and the public, as well as occasionally 
representing the Governor at functions which he i s  unable t o  attend. The s t a f f  a l so  
undertake and execute spec ia l  projects.  



13. Is t h i s  t he  Record Copy of t he  ser ies?  

14.  Is  there  a duplication of t h i s  s e r i e s  i n  another of f ice  or agency? 

1 5 .  Is the information contained i n  t h i s  s e r i e s  ever suqaarized,or published? 
Attach copy of sununary or publication. 

16. Does the ser ies  contain c lass i f ied  information' requiring securi ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend or terminate agency pol ic ies  @ i d  procedures? 

18. Could the function be performed i f  t h e  f i les were l o s t  or destroyed? 

19. Is the  se r i e s  (or major portion of it) regularly microfilmed? If yes ,  why? 

20. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  

21. Does the record ser ies  contain documentation produced as EDP printout? 

22. Has t he  Federal Government issued instruct ions governing the  retention/dispo- 
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~~~ . ~ .~ . .  . .. .-- .-  .. 5 L s i t i o n  of these f i l e s ?  t ' i  .: - .  

23. W i l l  there  be a need for these records 10, 15 years frm now? If yes, wha t?  
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2b. REQUIREMENTS. .~  the following requires the f i l e s ,  t o  be kept-ears : 

. list 
a. [ ]STATE b. [ISTATWE OF c .  []AUDIT d. []FEDERAL e .  MAENINISTMTIVF f. [ ] l k T O R I C A L  

LAW LIMITATION PERIOD L A W  DECISION VALUE 
( C i t e  LOJ, S tatute ,  OP other reason for the retention requirement) 

25. AGENCY E C O m N D A T I O N S .  This agency recommends tha t  the f i l e  se r i e s  be cut  off at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER cop -t- .then : 

[ ] Hold i n  the current f i l e s  area month(s)/ yea r ( s ) :  
[ 1 Transfer t o  [ 1 S ta te  Records Center [ ] Local Holding Area; hold y e a d s ) :  

3 Destroy. 
[ 1 Transfer t o  State  Archives for  permanent retention. 
[ I Destroy immeaiately a f t e r  cut-off. 
[ ] Other: (Specify) 

(Indicate' brief ly  r a t i m a k  f o r  reconmendations above/or write additionaZ remarks ) :  

are: 

2-6-73 



. . '- Record8 Retention-Schedule _- ,- .- . - . _  
c -  

ExEcIlTIVE DEPARTUENT 
Office of the Governor 

The Governor of Georgia is responsible fo r  a l l  executive actions necessary t o  
carry out the laws of the State of Georgia. H e  i n i t i a t e s  new leg is la t ion  and 
implements innovative programs designed t o  be t t e r  serve t h e  c i t izens  of Georgia. 
H e  is responsible fo r  insuring state securi ty  and public order. 
the National Guard and state m i l i t i a .  
vacancies i n  any o f f i c e  unless otherwise provided by law. 
extraordinary executive powers such as those t o  convene the General Assembly, 
t o  veto l eg i s l a t ion  o r  t o  suspend criminal executions. 

H e  commands 
R e  appoints a l l  o f f i ce r s  and may f i l l  

H e  may exercise 

&PI 
no - 

j 73-83 
i 

i 
I 
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Description 
GOVERNOR'S SUBJECT FILES - Docu- 
ments re la t ing  t o  a l l  areas of 
responsibi l i ty  and in t e re s t  of 
the Governor. Included are  corre- 
spondence; memos; d i rec t ives  and 
supporting papers between the 
Governor and pr ivate  c i t izens ,  
county and loca l  o f f i c i a l s ;  state 
agency o f f i c i a l s ;  o f f i c i a l s  of 
other states; the  federal  govern- 
ment; pr ivate  organizations; 
persons overseas; the Governor's 
a c t i v i t y  schedules. The f i l e  is 
arranged: Correspondence: by cate- 
gory of correspondent, thereunder 
chronologically. Activity Sched- - ules: chronologically by week. 

Disposition 
Cut off f i l e  a t  end of each 
calendar year; then hold i n  
current f i l e s  area u n t i l  
end of term of Governor; then 
retire t o  S ta t e  Archives. 
Earlier retirement I s  authorized. 
APPBOVED: 02/27/73. 
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EXECUTIVE DEPARTMENT 
Executive Staff  Division L - 

The Executive Staff  Division, headed by the  Executive Secretary,  is responsible 
f o r  providing a broad var ie ty  of s t a f f  services. The Division schedules  the 
Governor's appointments; answers h i s  correspondence; provides general ,  f i s c a l  
and o f f i ce  services.  The Division a l so  provides l ia i son  with the  S ta te  Legis- 
la ture ,  agency heads and t h e  public as well as occasionally representing the 
Governor a t  functions which he is unable t o  attend. The Division maintains a 
research sect ion which undertakes and executes spec ia l  projects .  

- 
-re- 
-5: Exe- -. 

+.. 
73-93 CASH DISBURSEWNTS JOURNAL FILE - 

Documents r e l a t ing  t o  f i s c a l  con- 
t r o l .  Included are e n t r i e s  of 
individual disbursements or re- 
ce ip ts  of cash o r  blocks of re- 
ce ip ts  and disbursements. F i l e  
is arranged i n  sections:  pay- 
r o l l ;  voucher; cash. F i l e  be- 
fore  1968 was s t r i c t l y  chrono- 
logical .  

73-94 FISCAL SUBJECT FILES - Documents 
re la t ing  t o  documentation of f i s -  
cal  services. Included are cre- 
d i t  union minutes; descr ipt ive 
schedules of equipment purchases; 
Southern Governor's Conference 
f r e igh t  rate committee funding do- 
cuments; federal  reserve spec ia l  
custody correspondence; documents 
r e l a t ing  t o  artworks on loan. 
is arranged alphabet ical ly  by 
subjec t  . 

File 

14-2 

Cut off  f i l e  a t  end of each 
f i s c a l  year; then hold i n  curr- 
en t  f i l e s  area 1 year beyond end 
of term of Governor; then retire 
t o  S ta t e  Archives. 
APPROVED: 02/27/73. 

Cut off f i l e  at  end of term of 
Governor; then retire to S t a t e  
Archives. 
APPRDWD: 02/27/73. 


